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‘ Chief, Transportation Section
STATINTLFROM : gnier,| |
SUBJECT: ppart ef Procedure for CIG Administrative ianual

Attached herete is the original and one copy of a redruft of the
procedure material which you recently ferwarded to this offices 4s you
will note we have inserted certain material which was not included in

your draft. The material inserted includes "Temporary Duty in the UeS."

25Xﬁ paragraph |:| and®Information for the Traveler" paragrapH , and
certain infermation under "Motor Transportation® paragraph N 25X1A
Fill you please review the attached redraft, make such further
development or correction thereof as you think necessary and return
the cerrected draft to this eoffioce.
25X1A9A
Chief, STATINTL
- '
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25X1A
[ ] QENERAL
1. Junctions :
STATINTL LD T_hj Services Division, is responsible ﬁ‘er,‘

(1) arranging all transportation for CIG eivilian and military
personnel, including movement of immediate families and housshold effects where
permanent change of station is involved, procuring hotel, air and rail renma?
‘Vions, arrenging travel itinersries, issuing Transportation Requests; securing,
for overseas travel, necessary thsater clearances, pessports and visas, necessary
air priorities for treveler and any excess baggsgs, reservations of space, and
briefing of traveler,

25X1C4E

(3) providing motor transportation for civilian and military
persomnel on officlal business in and around the District of Columble; maintaining
& garage for repair, storage snd sssigmment of all vehicles in the Motor Pool.
| 2. Forms

8. Kecessary clesrance and approval in connection with transportation
of inpiayon, their immediate families, household éoods and perscnal effects, is
ascomplished by use of the following forms: ‘

(1)
initiated by sponsoring Office or Staff Section in connection with oversess

travel of employee; it 1s used to securs all required clearances and is the

STATINTL basis on which obtains trmupcﬁa‘bion for employee.
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25X1A

[ ]

(2) Eorm Mo, 34-5, Travel Request, is initiated by sponsoring

Qffice or Staff Section to request domestic travel for an employee and is the
: STATINTL

STATINTL basis on which| lexecutes a Travel Order.

STATINTL (3) Eomm Bo. J-ha Travel Order, is executed by

[ lend is the suthority on which employee may claim reimbursement for
sxpenses incurred in connection with his transportation.

(4) I 6=27 st £ ' }

- W, is initisted by the employee, 4 copy is retained by the

FOR NO

Transportation Clesrance Officer of the sponsoring Office or Staff Section to

be used as a basis for requesting the| [(ir STATINTL

the case of overasas transfer) to ship the employee's household goods. The

originel and one copy ars forwarded to |
(5)

Station is executed by the Chief, Personnel Division and establishes the fact
that the transfer 1s to the interest of the government, and constitutes the baslc

and hoﬁnhald goods and effects. The form must be executed prior to the date
actual transportation begins and must contain all basic authorisations to be
granted inasmuch as subsequent smendments cannot be made for the purpose of ;rf e

additionsl authority,

suthority for the agency for the transport of the employee, his immediate family

STATINTL

*
-~

FOIAB2
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initieted by the Iransportstion Clearasnce Officer of the Office or Staff Section

concerned and is forwarded to | |at the tim@TATINTL

the cargo is to be moved; it serves as authority to procesd with the movement
of the smployee's household goods or personal effects.

() STATINTL
STATINTL initieted by the Transportetion Clesrance Officer and forwarded to| |
- | | at the time the cargo is to be moved to furnish specific
- information es to location et which the pick-up of the household goods and
personal effacts should be made,
25X1A

Rsguests for oversess movement of personnel will be initiated in
duplicate by the sponsoring Office or Staff Section on Form No, 36-23, Request
for Overseas Transportetion, in accordance with instructions on the reverse thereof,
and forwarded to the offlicial designsted ss the Transportation Clesrsnce Officer
for the Office or Staff Section concerned.

b. Clearange |

"The Transportation Clearance Officer will arrange for completion
by the "availability date” indicated on the form of necessary Security, Assessment
and Personnel clearsnces, physicsl sxamination, immunisetion, training end indoe-
trination of employese. He will then sign Form 36-23 and forward it in duplicate
to the Office or Staff Section official suthorized to approve Requests for

Cverseas Transportation,
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o. Approval
The Assistent Director of the Office, or his officisl designee,

shall be the Approving Official, Upon his approval of Form 36-23, Section &

thereof will be detached and returned for filing by the Transportation c:taar?n-géTlNTL

STATINTL

0fficer, Sections B and C will be forwarded in duplicate to the| |

[ ] 1f the Request 1s disapproved, the entire form will be returned to
the eriginator,

25X1 _ 2. dctdon by |

Upon recelpt of Form No. 36-23, | [wi11STATINTL

arrange with the prospective traveler a preliminsry interview based on s standard
check list covering all steps incident to the travel, i.s., financial srrangements,
indoctrination, physical examination, immunizetion, necessery clothing and equip~
ment, conditions to be encountered sn route and at destination, etc. Items to be
acgomplished will be indicated on the check 1list, a copy of which will be for-
warded to the Transporiation Clearance Officer of the sponsoring Office or
8teff Section for fulfiliment.
b, Iravel Opder
Trevel Order, Form No. 34-4, will be prepered by| |

STATINTL
STATINTL

|:|in an original and five ecopies, including sppropristion, sllotment infor-
mation, and totel estimated cost. The original and four copies, one of which shell

be & certified true copy, will be trensmitted to| | Finance Div3Tou[INTL

for encumbrance. The original and one copy, the latter beering evidence of en-

sunbrance, will be returned to Et which time the official 25X1

suthorized to approve the Travel Order will sign the originael., Thie originsl copy
of Form No. 34«4 will be given to the smployee for use as a supporting paper in
alaiming mpiebveagmenRends sxpeveres/eciéoniRibpsaie0trrReb0200860008snce with

25X1A —
, CI Instruction| | .




25X1A
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c. Qlsarance Certificats

STATINTL The | |will arrange for passports, visss,

identification cards, Thester Commanders' approval, air priorities, reservations
acd Trensportation Requests, and will ascertain from the Tranaportation Clearance
Officer that immnizations , clearasnces and othér items on the check list have
been accomplished and that the treveler is avallable for departure as acheduled,

Section C of Form No. 36-23 will be detached and forwardsd to the initiating> /1INIL

officer as notification of approximate date of departure, | |

then issues & Clearance Certifioste authorising the traveler to proceed to Port
of Embarkation, arranges transportation and escort thereto and informs traveler

as to time and point of departure,
STATINTL

TL

d. ion o
(1) after deperture of employee from hesdquarters, |—S%A‘:H'Is‘1
STATINTL [ |will notify the sponsoring Office or Staff Section and the] |
| | Finance Division, of the date of such departure and the date and

STATINTL

tine employee is required to report to the Fort of Embarkation, 25X1

(2) After departurs of employee from that Port, | |
25X1 -~ [ |will notify the :ponsoﬁng Office, the| | and the appropriste  25X1
Theater Commsnder, | |
e. Confirmation of Arrival
Upén arrival of employee at his destination, the Thester Commander

STATINTL will netify the| |#hich will inform the sponsoring Office and
STATINTL the] A | |

f. Betumees ,
STAT | — fill provide en escort to meet returnees

at the Port of Debarketion and will errange tramsportation from the Port to

h"“,‘q‘i‘r%ﬁ’r’oved For Release 2003/03/06 : CIA-RDP54-00177A000200030005-4
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25X1A
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B, GELLO

(1) Temporary duty in the United itates for an employee stationed
overseas must be prepondersntly in the interest of the Government, end the period
of duty must exceed eny leave which may be granted the employss.

(2) Care must be exercised by Requesting Office in the selection
of employee for temporary duty since the offieisl capacity of that employee will
heve a bearing on the allowsbillty of expenses incldent to such duty; e.g.,
justification of temporery duty for a clork-stanamphaé would be difficult,

b. Approval

(1) Advence approval of temporery duty must be obtained from the

Uireetor, CIG, by the Requesting Office or Staff Section. Upon such a,pprovnﬁTATlNTL

fequesting Office will forward Form No. 34-5, Travel Request, tof |
[ Jfor exwcution of Trsvel Order,

c. LOay®
{1) Where temporary duty is incident to leave in the United

States, employee will receive only per diem allowance for his actual duty perlod.
{(2) Offices or staff Sections desiring service of sn employee on

lesve in the United States must obtain advance epproval from the Direetor, CIG,

and, in subnitting Form 34~5 tof |must specify full STATINTL
particulars and request suthorisation of only per diem and such other expenses

occasioned while sctually on duty.
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STATINSL

STATINTL

25X1
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Frepare Travel anua_nt, Form No. 34-5, in duplicate, have it upplSJrﬂlNTL
by the proper Approving Official, and forward 1t to the | |at
least forty-eight hours prior to the time travel is to begin, To amend a

previously issued Trevel Order, the requesting office will submit a new Form

No, 345 4n the same nanner,

2. | Ll

prepere a Travel Urder, Form No. 34=~4, obtain the necessary encum=

brance from| | and provide the traveler with the original copy for

use as a supporting paper when claim is submitted for reimbursement of expenses

incident to his travel in accordance with CIG Instruction

S * 25X1A

2. Basic informstion releting to travel is contained in the
Standardized Government Travel Regulations, as smended, and Buresu of the Budget
Siroulsr A~7, Revised, Informstion eoversd by these basie instructions is not
reproduced in this Manual., The following peragraphs set forth administrative
policies and other such data incident to travel,

2. Por Diss

K. Per Diem in lieu of subsistence is allowed as authorized by the
Travel Order, Form 34~4. Maximum rates are $6.00 per day for travel within the
continental United States and the rates prescribed in Budget Circular i-7 for
travel outside the United States, The calendar dey will be the unit used in
computing the per diem allowance for continuous travel of more than 2/ hours,
For fractional parts of a day at the commencement or ending of such euﬁtinuout
travel, ofwirayrthFer Raleasetd PUP3DGa MBI AL NITT AW WA TR each perica
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.
of six hours or fraction thereof, No per diem will be allowed when departure from
officlal stetion 1s after 8100 4.Y, and return on the same dey prior to 6300 P,N.,
or for any absence not exceeding three hours, The following charges will be paid
by the traveler from his per dlem allowance: meals, lodgings, baths, laundry,
fans and fires in rooms, personal uit of room dux?ing daytime, telegrams and
telsphone calls reserving hotel :ccommodations? fees and tips, cleaning and
Pressing of clothing, transportation between places of lodging or where meals
= are taken and places of duty,
3. Leave Walle in Travel Status |
, g.; If leave of absence of any kind begins or terminetes within
traveler's prescribed hours of duty, per diem slldwance will tamto or begin
at the same time; otherwise traveler will be regarded as being in subsistence
status until midnight of the last day on which actual ‘service is rendered preceeding
the leave of abaence and from 12:01 A.ﬂ. of the day on which actual service is
ruw Leave of sbsence wholly within a day for half or less of thn _prescribed
werklng hours will be disregarded for subailtcnce purposes; vhere it exceeds half
of thp prncribed working hours, no subsistence will be allovod.—g o Hat day,
‘ b, The effect of sick and/or anmiel lesve upon the sontinuity of
traveler's donfoile at temporary post of duty shall be administratively determined
_ upon th% circumstances surrounding the leave, end final authority for such deter-
. Iina@ioﬁ. will rest with the Certifying Officer, who approves £hBATINTL

aecount for payment,
4. AMdvance of Funds
A« TFhere nscessary to defray costs of contemplated travel, an spplica-
tion for advance of funds may be made, in accordance with instructions contained
25X1A inr QIC Instruction| |, by the traveler upon sxecution of g Bond of Indemnity.
Cost of thAppremeds™ FoRelerse RINS/Q/0Ps, GARDPF4A01774000200030005.4
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a. Ihs trayeler will:

(1) ‘examine his travel order to determine that it specifies all
requirements, inoluding mode or'trangportation, period eovaiad, places to be
visited, any special authorizations, per diem or othﬁr allowances. If the Order
doss not provide adequate coverage, an amendment should be requested through
proper chennels prior to departure,

(2) =msintain accurate records of time of departure from and
errival at destinetions, offficisl expenditures including copies of telegrams end
any paid receipis,

(3) ascertain 4f through, execursion, or reduced rate round trip |
tickets can be obtained, The fact that the sxistence of such rates may not have
been kn own to the traveler does not relieve ﬁim of responsibility of obtaining
lowest rates. When traveling by common carrier, Government Transportation

STATINTL Requests furnished by i Imust be used. -

(4) submit Public Voucher for Reimbursement of Travel and Otﬁér

= Expenses including Per Diem, Standard Form 1012, in aceordance with inntructiong
25X1A  shown in CIG Instruction| | . Any unused portion of tickets must be \
attached to the Reimbursement Voucher. "
{5) exarcise utmost care in handling unexecuted Trasnsportation
‘Requesta since the value of lost or stolen Requesta may be charged to the enployes,
In the event of loss or theft, traveler must report the mumber(s) of the Request,

whers appropriate the number of the book in which it wes cohtg;naﬁ, and an €£§T7\T1BFTL

planation of the facts surrounding the loss or theft to| |

which will forward the information tof for report to General AcBRATINTL

ing Office. If such Requests subsequently are located, they must be forwarded

STATINTL mmat’ﬁ%%#cmmemmoej AR P oSS fograrded

through the malla must be registered,
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1. Requesting Office will initiate Form No, 37-3, Persomnel iction quuélt,
in conjunction with appropriaste request for transportation, obtaln clearance by
Approving Officlel of that office, and forward the Form to Personnel Division,

. 2., Transportation Office will route & copy of Section B, Form 36-23, or
Form No, 34=5 to the Chief, Personnel Division, with a request thet a “Transfer
Letter Authorizing Permanent Change of Station” be prepared,

. 3. Personnel Division will prepare the Trensfer Letter euthorizing
tmapolrtatian of employee, his immediate family, his household goods and personal
effects, unless specific request is mede that some of these items shall not be
authorized; retain ons copy of the transfer letter, forward the originel to the

employee, forward two copies iq | Pinance Divisfon, and two coSYRATINTL
STATINTL %o |

25X1A [ | TRANSPONTS

The provisions and limitstions of Public Law 600 and Executive

Order 9805 shall be the basic suthority for the movement of families and
household goods and personal effects:

a. Transportation of the employee, his immediate femlily, and his
hoﬁnhold goods anéd effects must be suthorized by the head of the agency or his
designee in a transfer order which specifically states that the transfer is not
for the primary benefit or convenience of the employee or at his request
(3sction 4, EO 9805).

b. The government will pay the itransportation cost of the employee's
*immediate family? only. "Immediste family” includes wife, children under 21 years

of age and dependent parents. In-laws ere not conaldered as part of the immediate
fantly (Fwuviveed fRRIERSE,2003/03/06 : CIA-RDP54-00177A000200030005-4
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. L

¢, Transportation of the immediste family of the employee shall be
subject to the provisions of the Standardized Travel Roguiatians which relate to
transportetion (Section 3, EO 9805),

d. Housshold goods and personal effects shall not include wines,
liquors, animals or birds not necessary in the performsnce of official duties,
or nutcm@bnu (Sactioﬁ 7, EO 9805),

e, The maximum weight allowance for the transportation of household
goods and effects is 7,000 pounds net for employees with families and 2,500 pounds
net for employees without fanilies (Section 17; EO 9805).

£. 4ll transportation allowed in gomnection with the change of
official station of an employes shall begin within two years from the effective

date of the transfer, except that the time limit of two years shall be exclusive
| of time zpent 1n military service and the time during which shipping restrictions
mske travel and transportation impossible (Section 5, EC 9805).

g+ Temporary storsge of ;uthorized welght of household effects must
hot exceed sixty days (Seotion 20, EO 9805),

h, Valuation of property as declared for shipping purposes must not
exceed thet at whilch the lowest freight rates will apply, If employee desires
higher valuation he must assume charges incurred in excess of the ah;u'gu at
lowest rate (Seection 2, EO 9805). '
| . The 8ost to the government for transporting the employee, his
immediste family, and his household goods and effscts must not exceed the cost by
the most economical route between the last official station and the new official
station, except that for & new appointee to an overseas post, his immediate family
and his household goods andk eﬂ;ec_t; may be transported et government expense from
his place of actual roaidonce;;‘b time of appointment to place of employment outside

gontinental United States in accordance with Public Law 600 O%rovidcd that such
’ Approved For Release 2003/03/06 : CIA-RDP54-00177AOOOZb 30005-4
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sxpsnse shall not be allowed new appointees unless and until the person selected
for appointment aball agree in.writing to remain in the Government Service for s
specified time following his appointment, unless separsted for reasons beyond his
eontrol.

J. Por overseas iransfers, the sctual cosis of packing, crating,
drayage, unpacking and uncrating (not to excesd authorized weight) will be
sllowed (Section 17, ¥O 9805). 25X1A6A

2. Aetion by Requegting 6ffice
&. The Transportation Clesrance O0fficer will:

{1) have the employee executs Form No. 36-27, Request for Yove-
ment of Family and/or Household Effects, in an original and two copies prior to
releasing the Reguests for Transportetion or Travel,

(2) review the informetion furnished on Form 36-27 to determine
that the request is properly allowable in sccordance with agency poliey and
regulation,

{3) 1ist on the reverse of Form 36~27 any conditions incident to
the request. In many cases the movement of the employee's family andfor housshold
goods and personal effects will be eonditional upon the fulfillment of certain

obligationg, i FortReIRRReBEEBH 8L eferisbaalvrringeodbsoasonesml of the



STATINTL
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25X1A6A

Chief of iHission after the employee has served a probationary or trisl period, ete.

It is the responsibility of the Clearance Officer to note on the reverse of Form

36-27 that thel should ascertein from that Officer thet all

such obligstions have been met befors proceeding with the movement of the family

and/or household goods and effects,

(4) send the eaployee to the| |for saviRBATINTL

conoerning what costs the government will pay and what responaibilities the
government will assume in connection with the movement of his family end/or

household goods snd effests.

{5) forward Form 3627 to the | | STATINTL
3. Agidon by
8. It is the responsibility of the| lto  STATINTL

establish aprropricte pending files and meintain a follow-up until the movemsnt
of the household goods and/or family is compieted.
-

pidlit 25X1

(1) upon receipt of Form 36-27, obtain from the Clearance Officer

of the Requesting 0ffice Form No. 36-4, Requeat for Overseas Shipment of Cargo,
in duplicste; Form No, 36-5, Request for Pick-up and Delivery, in triplicate;
meporandum requesting arrsngements be mede for the movement of the employee's
immediate family.

(2) arrange for the crating, pick-up and transportation of the
effects In accordance with established authorization.

(3) contact the members of the employee's immediate family and
arrange for passports, immunizations and medicsl examinatlons, and obtain the

necegsary trensportation in accordance with esatablished suthorizations,

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030005-4
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25X1A6A
L
25X1 [ | ZRANSPORTATION OF SUPPLIES AND KQUIPHENT
i. Rlgk=Up
STATINTL a, The] | Services Division, will £ill out Form Fo.

36-4, Request for Overseas Shipment of Cargo, indicating type of funds chargu%gﬁTINTL
STATINTL attach one copy of requiasition of material to be shipped, and forwerd to|:|
I |
b. Where possible CIC warehouse facilities will be used to collect,
peck and erate the property for shipment. |:| will forward a shippingSTATINTL

document together with & copy of Form 36-53, Request for Pick-Up and Delivery, to

Storage end Issue, Upon receipt of the property, Storege and Issue will forward
STATINTL & notice of delivery to the:l and, after packing and crating, will issue

an accomplished document notifylng[ | that the property, detalled as TATINTL
weight and cube, is ready for shipment,

25X1C4A

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030005-4
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25X1A1D

25X1

&, 4 limited number of passenger cars and trucke, geraged et and

operated from the Motor Fool, are maintained by| for STATINTL

official use of CIG officers and smployees,

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030005-4
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£TeecUnless otherwise specificelly provided, no appropriation
available for any department shall be expended...for the main-
tenence, operstion and repair of eny Government-owned passenger
sotor vehicle or airvcraft not used exclusively for official
purposes; and "official purpoaes' shall not include the trans~
portation of officers and employees between their domiciles and
plsces of employment.... &ny ef‘i‘ieef or employee of the Govern=
ment who wilfully uses or authorizes the use of any Government-
owned pagsenger motor vehicle or sircraft, or of sny passenger
motor vehlcle or alrcraft leased by the Government, for other
than officisl purposes or otherwise viclates the provisions of
this peragraph shell be suspended from duty by the hesd of the
department concerned, without compensation, for not less than one

month, and shall be suspended for a longer period or summarily

removed from office if circumstances nrrant....‘%

b.

(1) Trips are not suthorized to or from the passenger's home or
place whers meals are taken, |

{2) Cheuffeurs are forbidden to deviate from the most direet
route to the destinstion set forth in the Dispatch Slip unless previousk approval
is obtained from the Diapetcher,

(3) The requirements of operating rules posted on & placard in
officinl cars must govern both shauffeur and pessenger,

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030005-4
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&, Requests for automoblle transportstion will be made bty telephone

¢all to the Dispatcher, Motor Peol, | Nume of the pasQSTPeFINTL

time and places of departure end the destination will be given, and passenger will
be required to report prompily to ihe point of departure, Care will be exercised
to avold reserving sutomobiles for tentative trips, snd the Dispatcher will be
notified promptly when scheduled irips sre canceled,

b, Passenger will be required to sign CIG Form No,

certifying the use of the aulomoblle for neceasuary offlieisl business,

¢, Service will be restricted to a minimum of four blocka. Cheuffeurs
wlll not be permitted to wait for passenger more than fifteen minutes unless
specific advance arrangements are made with the Disputcher,

d. Vhenever possible, "pooling" will be arranged by the Digpatcher
to reduce the number of trips to & minimunm,

4 Accldents

&, As prescribed in Budget Cireulsr No, i®5, copy of Stsndard Form
No. 26, Driver's Report - iccident, Motor Transportetion, will be earried in sach
CIG vehicls., In case of ecoldent, the driver will submit & report on Form No. 26,
if possible completing the form at the scene of the accldent, showing &all evidence
relating to 4t including nemes and eddresses of witnoéaea. If circumstences per-

mit, the driver will notify the Chief, | [in time for HLABTYSTINTL
appoint and dispstch an Investiguting Cfficer to the scene prior to removel of
evidence, In such cese, the driver may submit Form No. 26 directly to the

Investigating Officer, STATINTL
STATINTL

b. The Investigating Officer appointed by the Chief, | |

upon notiflcation of accident, will make a complete and unbissed
investigakione ZARSSTERRI S 2803308 Sbnndunpshors FPa0gdrodoysebbesting Officer's




STATINTL

STATINTL
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Report - Accident, Motor Trensportation, end attach 8ll necessery data as part of

the report. The facts will be fully and impertially reported without expression

of opinion as 4o cause of or responsibility for the accident. The Investigating
Officer will have no responsibility in determining final dlsposition of the case

and will avoid 211 statements relative to the filing of clalms againast the Govern~
ment or the manner of settlement, STATINTL

¢. Upon completion of the Investigetion, the Chiefl |

[ | will submit the completed Form No. 27 end all supporting data to the
Chief, Services Division, for review and forwarding to (eneral Counsel, CIG, for
legel opinion and recommendation as to final &disposition,

5v La (4]

as It is the responsibility of tha |to meBFATINTL

tain storsge facilitles =nd repair service for officiel vehicles of CIG.
6. Besords |

a, The| lis respcneible for establishing end

maintaining adequate recorda covering the dispatech and service of all automotive

equipment of CIG.
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